• Use a consistent format for captions (same font size, typeface, capitalization, bold, spacing, and consistent punctuation after figure or table numbers and at the end of captions).
Size
• Use the same minimum margins for figures and tables that are required for text (left and top, 1.25"; right and bottom, 1").
• You may reduce (or enlarge) a figure or table to fit on a page as long as the caption and page number remain the same size as others in the document. Reducing the font size of the contents of a Use a continuing page for a table that is too long to fit on one page (see Figure 1 ) or a figure that will not fit on only one page. Insert the word "(continued)" after the table/figure number instead of the full caption on second and subsequent pages. Put all notes/footnotes on the first page.
Landscape Pages
Landscape pages are those where the material is placed sideways on a page (see Figure 2 ). Landscape orientation should be used only when the material is wider than the 6.25" maximum width that fits on normal, vertical pages.
• Be sure the top of the table or figure is at the binding edge of the document.
• Change the margins so that when the page is inserted into the document, the margins conform to regular thesis margins requirements relative to the binding edge (the right edge of the image becomes the top of the page when in the document, so that margin must be at least 1.25"; the left edge of the image becomes the bottom edge when inserted in the document, so that margin may be reduced to 1").
• Number the page in exactly the same location and font style and size as all of the other pages.
Table Specifics
In addition to the general elements stated above for figures and tables, use the following suggestions specifically for • Line up numerical data by decimal place and center headings above columns of numbers.
• Left justify passages of text within tables and left justify column headings above columns of left-justified text.
• Number notes in a table independent from footnotes in the text and from notes in other tables, use lowercase letters or numbers (except for significance levels which use asterisks) for 
Figure Specifics
In addition to the general elements stated earlier for figures and tables, the following are suggestions specifically for figure format (see Figure 4) • Placing the caption below the image is required in most style manuals.
• Make sure that the final versions of figures are of good quality (good resolution with no shadows or extraneous marks) and easy to read.
Photographs: Insert the black and white and/or color photograph from a computer file into your document. The photo may need to be reduced in size since the image must fit within standard thesis margins and it must show a page number in exactly the same location font, and size as the other page numbers, without other text in the location of the page number.
Table and Figure Placement
A table or figure may be included on the same page as text, on a separate page with no text, or at the end of the chapter in which it is first referred to. Keep in mind that, although it is more difficult to format, placing figures and tables as they are discussed in the text makes it easier for the reader to refer to it while reading the related text.
If including figures or tables within the text as they are discussed, it is often easier to insert them after you are done with the writing and major editing of the text (keep them on separate pages or in a different file while you are writing and editing the text). Once you are done with the writing and the major editing, insert each figure or table as soon as possible after its first point of reference in the text (although on occasion, the figure or table may appear immediately above the first point of reference) using the following guidelines:
• If a table or figure takes up most of the page, you may leave the rest of the page blank (you may want to center such table or figure between the right and left page margins).
• Don't split a table or figure that is smaller than a full page in length.
• Insert extra space between text and the table/figure. The amount of space inserted should be consistent throughout the document.
